
 

 
 
 
 
 
 
 

 
 
 
GSAXcess ® Instructions: 
 
Reutilization of Federal Government Property 
 
 
 

 

 
 

 

 
 
 

 
 
 

  
 
  

  
  

  
  

  
  

  
  

In April of 2009, CAP Director, Dinah Cohen, launched the "CAP Goes Green" 
Initiative which challenged CAP staff, vendors and customers to implement more 
environmentally friendly business practices. The initiative outlined specific 
objectives for CAP including reusing assistive technology, reducing office 
resources and recycling materials. Since the onset of the program, the CAP 
Green Team has taken steps to ensure CAP is a leader in the assistive 
technology and disability employment communities in the green practices of 
reducing, reusing and recycling. 

To help in the effort to reuse assistive technology, CAP enlisted the help of the 
General Services Administration (GSA) and their federal property reutilization 
program, GSAXcess ®. Using the GSAXcess website, federal agencies are able 
to report their surplus property allowing other agencies to search for and request 
the property.  This document contains step-by-step instructions on how to report 
and request property for reutilization through GSAXcess. 
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Reutilization of Property using GSAXcess ® 

1.  Property must first undergo the internal screening process of the holding 
agency to determine if the property can be reutilized. If it is determined that it 
can not, then the property can be reported as excess to GSA.  

 
2.  Excess property can be reported to GSA online at GSAXcess.gov. The 

property manager of the reporting agency must register with GSAXcess® 
which will allow them to view available property. For additional permission 
such as reporting and requesting, the user must contact their Agency's 
National Utilization Officer or a GSA Area Property Officer (APO).  

 
3.  To create a property report, the user would select “Report Property” from the 

GSAXcess Account Homepage:  

http:GSAXcess.gov


 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Property Report Data Creation screen will allow the user to begin reporting 
property items: 



 

 

4.  Once the property has been reported to GSA, it is posted on GSAXcess.com 
for eligible federal agencies to view.  If there is a need for the property, the 
viewing agency can request the property from the reporting agency.  

 
Eligible Federal Agencies:  
 

• 	 Architect of the Capitol  
• 	 Certain nonfederal agencies eligible to use GSA sources of supply  
• 	 Cost-reimbursable government contractors  
• 	 District of Columbia municipal government  
• 	 Federal agencies, including wholly-owned government corporations  
• 	 Federal cooperatives and project grantees  
• 	 Federal judicial agencies  
• 	 Mixed-ownership corporations as defined in the Government 

Corporation Act  
• 	 U.S. Congress  

 
To request property, the user can either search for a specific item using the 
Advanced Global Search:  

http:GSAXcess.com


 

 

 
 

 
 

  

 
 

 
 

 
 

 
 

  

Or by browsing the global list of property by category: 

5. After a property report is created, the excess property undergoes a utilization 
and donation screening period which typically lasts twenty-one calendar days.  
During the screening period, eligible federal agencies can view and request 
the property. If at the end of the screening period the property has not been 
transferred, the property is available to be offered to the general public for 
sale. 

6. When a user of GSAXcess® requests excess property, the GSA Area 
Property Officer, in the region where the property is located, reviews and 
allocates the property normally on a first come, first serve basis. 

•	 Once an allocation has been made, a SF122 electronic transfer order 
is emailed or faxed to the Approving Official for signature. 

•	 The approving official signs the transfer order and faxes it back to the 
GSA Area Property Officer. 

•	 The GSA APO requisitions the property and faxes an approved 
transfer order back to the requestor. 

•	 The holding agency receives a copy of the SF122 transfer order. 



 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

• 	 The requestor must contact the holding agency to arrange for the 
pickup of the property.  All shipping and handling costs associated with 
the transfer of property are incurred by the requesting agency.  

Computers for Learning Program  

All excess computer equipment and peripherals reported to GSA is reported to 
the Computers for Learning Program where eligible schools and educational non-
profit organizations can request the excess equipment.  As with GSAXcess®, the 
reporting agency will receive an approved SF122 transfer order for each 
requested item and the receiving party incurs all shipping and handling charges.  

User Guide  

The GSAXcess® User Guide can be accessed directly from the GSAXcess® 
home page: 

Contacts 

“Ask The Expert” Email Addresses: 
GSAXcess@gsa.gov 
Computers.Learning@gsa.gov 

William F Kemp 
(703) 605-2879 
william.kemp@gsa.gov 

Christopher Michael Willett 
(703) 605-2873 
christopher.willett@gsa.gov 

List of Area Property Officers 
List of Personal Property Management Offices 
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